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I. AUTHORITY

Section 110.171, Florida Statutes

II. PURPOSE

This directive is to establish uniform procedures for the approval of telecommuting agreements that are beneficial to the Parole Commission and its employees. 

III. DEFINITIONS

A. “Telecommuting” means a voluntary work arrangement whereby selected state employees are allowed to perform the normal duties and responsibilities of their position, through the use of computers or other telecommunications, at home or another place apart from the employees’ usual place of work.  Telecommuting is normally part-time (from one to four days a week) and the employee is expected to report to the official work site on a scheduled basis each week.

B.
“Telework” means a voluntary work arrangement whereby an employee works at home or another alternate site all the time and is not required to report to the office each week.

IV. STATEMENT OF POLICY

It is the policy of the Florida Parole Commission to allow employees to participate in telecommuting, where appropriate.  An employee’s participation in telecommuting will be voluntary and must be mutually agreed to by the employee, his/her supervisor, and the approving authority.  Employees will not be required to telecommute, and supervisors are not required to allow employees to telecommute. 

Requests will be considered on an individual basis to determine if the incumbent has the abilities and the necessary skills to be a telecommuter and if the duties of the position can adequately be performed by telecommuting or telework.  Prior to beginning telecommuting, an official telecommuting agreement or contract must be signed by the telecommuter, his/her immediate supervisor, and the approval authority.  Employees telecommuting will be compensated for all pay, leave, overtime, and travel entitlements as if their duties were being performed at the official work location.  Overtime shall not be worked unless authorized in advance by the supervisor.  Telecommuters shall be subject to the same rules and procedures as all other employees and are covered by worker’s compensation when performing official work duties at the alternative work site.  Telecommuters shall be granted the same rights and benefits given to all other Florida Parole Commission employees.   

Telecommuters may elect to cease their participation in the program at any time.  The agreement may also be cancelled by the approving authority at any time when it is determined that continuation would not be productive, efficient, or otherwise not in the best interest of the Parole Commission.

V. PROCEDURES

A. The Parole Commission will review each request on a case-by-case basis to determine if the position is appropriate for telecommuting.

B. Employees interested in participating in the telecommuting program should contact their supervisor to discuss the feasibility of telecommuting and/or submit a telecommuting request
C. If the employee and the position are deemed suitable for telecommuting, an agreement or contract specifying the terms and conditions of telecommuting must be signed by the employee, the supervisor, and the approving authority.  Copies of the Telecommuting Agreements are available from the Commission’s Personnel Office or from DMS’s Homepage (http://fcn.state.fl.us/dms/pms/telagree.html).
D. The original of the Telecommuting Agreement should be forwarded to the Personnel Office for inclusion into the employee’s official personnel file.  The employee and the supervisor should retain a copy.  The Personnel Office will identify the employee on COPES as being a telecommuter.
E. As part of the Agreement, employees shall verify that the home office provides work space that is free of safety and fire hazards and shall agree that the State of Florida shall be held harmless against any and all claims, excluding workers’ compensation claims, that result from working at the home office.
F. The supervisor and the employee must agree upon the equipment to be used in the home office.  The Parole Commission is not required to provide equipment for the home office

However, the telecommuter may be provided state-owned equipment necessary for accomplishing work assignments, including the installation and maintenance of any telephone equipment and ongoing communications costs at the telecommuting site.  Equipment and supplies are to be used for official state business only.  Equipment may be relocated to the home office, under any of the following conditions, subject to approval by the approving authority:
1.  The employee’s present equipment is not needed on the days they are in the office and   can be moved to the telecommuting site.

2. The employee’s present equipment is portable and can be easily moved from the official work site to the telecommuting site and back.

3. The supervisor already has additional equipment that is suitable for telecommuting, such as personal computers, lap top computers, etc.

4. The Parole Commission has the funds and elects to purchase additional equipment.

VI. TELECOMMUTING WORK PLAN
A. A Telecommuting Work Plan must be included as part of the Telecommuting Agreement.  The Telecommuting Work Plan shall at a minimum include:

1.   A description of the duties that will be performed;

2. An explanation of how supervision will be provided;


3.   An explanation of how the supervisor will monitor and review work output;

4. An explanation of how attendance and leave records will be maintained and processed;

5. Other conditions specific to the Agreement.

VII. SECURITY

A. The telecommuter shall protect state equipment and supplies from damage and unauthorized use.

B. The supervisor may schedule periodic visits to the home-office to inspect the equipment and supplies, and in the case of portable equipment, such as lap top computers, the supervisor may require that the telecommuter bring the equipment to the official work location to be inspected and/or inventoried.

C. The telecommuter will apply approved safeguards to protect records from unauthorized disclosure or damage.  All official state records, papers, and correspondence must be safeguarded for their return to the office.

VIII. STATE BUSINESS

No employee engaged in telecommuting will be allowed to conduct face-to-face state business at their home office.

IX. DURATION

A. Telecommuting Agreements shall be authorized for up to twelve calendar months and may be renewed by completion and processing of a new Telecommuting Agreement.

B. Telecommuting Agreements may be canceled at any time by the employee or approving authority by memorandum that shall be initiated by the canceling party.  The memorandum shall include an explanation for the reason for cancellation of the Agreement.  A copy shall be forwarded to the Personnel Office for inclusion in the employee’s personnel file.  The Personnel Office shall identify on COPES that the employee is no longer a telecommuter.
C. The approving authority is responsible for ensuring that all state-owned equipment, supplies, and records are returned to the state office and that all telecommunication services, such as telephone lines, are discontinued at the time the Agreement is ended.

X. DISTANT WORK SITE ARRANGEMENTS (TELEWORK)

A. A distant work site arrangement exists when an employee’s regular official assigned work site is established at a location away from a supervised central or field office work site.  Unlike a telecommuting arrangement, a distant work site arrangement, or telework, is one in which it is not contemplated that the employee will report to the normal work site on a scheduled basis.

B. Prior to authorizing a distant work site arrangement, the employee and supervisor must submit a written plan, in memorandum form, to the Division Director.

C. The plan must explain what work relationship is being requested, the anticipated duration of the assignment, why it is in the best interest of the employee and the Parole Commission, what duties will be performed at the distant work site, what arrangements for equipment and supplies will be made (including associated costs), and how supervision will be provided.
D. The plan must also include an explanation of how the supervisor will monitor and review work output, must specify the established workdays and work hours, and include and explanation of how attendance and leave records will be maintained and processed.

E. The Division Director is the approving authority for distant work site arrangements.  Prior to approving a distant work site arrangement, the Division Director, shall review the written plan with the Personnel Officer to ensure compliance with applicable personnel rules and procedures. 

F. The employee must acknowledge receipt of a copy of the final plan and a copy will be included in the employee’s official personnel file.

G. A distant work site arrangement will be cancelled at any time it is determined not to be in the best interest of the Parole Commission.

H. The Personnel Officer is to be apprised in writing of modifications to, or cancellations of distant work site plans.

XI. EFFECTIVE DATE

This directive shall become effective November 2, 1999.

_________________________________________
                _____________________________

  


       Chairman






      Date
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